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INTRODUCTION

This print module was produced by the Michigan Judicid Institute (MJl) specifically for Michigan Court Support
Personnel.

The intent of this print module isto:

1) Encourage court staff to examine the work relationship they have with their boss.
2) Recognize that as an employee they have the power to improve the relationship by taking positive action.
3) Identify specific actions that foster a strong work relationship.

The information is presented in a quick-read format and is intended to serve as atool for learning, reflection, and
diaogue.

If you are interested in additional training related to this topic, please refer to:
“ Fostering Effective Communication”, MJl Print Module # 3

For inquiries on these or other available Michigan Judicial Institute training resources, contact MJl at (517) 334 -7805.

Thigpublicationi SfundedbytheMi chi ganJusti ceT rainingCommission(MJTC). d
Thesematerial smaynotbereproducedwithoutpriorwrittenpermissionfronMJl.
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“The
most Important contributor
to job satisfaction
Isthe quality of the relationship
employees have
with their supervisors.”

John Maxwell




You And
Your Boss
Are A Team

Y ouand your boss are ateam. Asateam
you share a mutua detpen_dence - aneed
to work together effectively to obtain

the best possible results for each of you as
well as the organization you work for.

In order to work effectively, you need to
have an understanding of ?/our boss and
his’her stuation, as well as your own.

If you do not have this understanding, you
are working in the dark and unnecessary
challenges, conflicts, misunderstandings,
and problems are inevitable and result in a
work environment that causes

stress and frustration.

By understanding your boss, you can build

a collaborative relationship that allows your

boss to be an advocate, amentor, and acoach.

By the same token, understanding yourself
will assist you in developing and maintaining
aworking relationship that fits your

needsand style.

CAMWEL Ly

“Mr. Vendenburgh will see right through you now.”



AS DIFFERENTAS ICE CREAM

We dl have apersona style. Our styleisreflected in our daily lives -at

home and in the workplace. It is part of who we are, how we interact with
people, how we deal with each part of our daily living.

Our styles are like different flavors of ice cream- some of us are as plain
as vanilla and others of us have some interesting things mixed in to
provide uniqueness and variety. And you know what? That's okay! It
would be a pretty boring world if we were dl “vanillas’.

However, this uniqueness and variety provides challenges as well.

UNDERSTANDING YOUR OWN STYLE

Remember the boss is only half of the relationship.
Y OU are the other half - the half over which you have control.

Y ou are not going to change either your own basic personality or that of
your boss. You can, however, become aware of what it is about each of
you as individuals that impedes your working relationship.

By identifying the strengths and weaknesses of both you and your boss,
you can work to create a compatible relationship which draws
on each others strengths and makes up for each others weaknesses.

And another point for thought - YOU are someone else’s difficult person.
Oh, yes! - as perfect as we might believe we are,
each of us presents a challenge to someone each and every day.




M THINK ABOUT YOURSELF AND THE JOB YOU HAVE:

What do youwant fromyour job?

What areyour job’smajor goal s?

Howdoesyour bosshel pyouachieve your goal s?

What areyourewardedfor?

Whatconflictsor deadlinesareyouunder pressurefrom?
What part of your jobdo youlike most?

What part of your jobdoyoulike |east?
Doyouprefercommunicationinwritingor face-to-face?
Doyouworkbetter inthe morning or afternoon?
Doyouliketoworkonone project at atimeor canyou deal withmany ironsinthefire a once?
Areyoubetter withdetail sor handlingthe bigpicture?
Doyourequireclosesupervisionor doyouliketoworkalone?

Areyouaself-starter or do youneedsomeoneto get yougoing?

Doyouneedfrequent feedback or isaperiodicreviewenough?
Do youfaceconfrontationandconflict head onor do youshy away from them?
Doyouhaveany personalitytraitsor quirksthat othersmight find difficult to understand?

What kinds of jobs do youtendto put off?

SOURCE: MJI Seminar “Youand Your Boss: A Successful Team”



THINK ABOUT YOUR BOSS AND THE JOB HE/SHE HAS:

What are your boss’ s mgjor goals? m
How do you help him or her achieve these goals? m&s

What is your boss rewarded for?

What kinds of pressures is your boss under?

What part of his’her job does your boss like |east?

What part of his/her job does your boss like most?

Does your boss prefer communication face-to-face or in writing?

Does your boss work better in the morning or afternoon?
Does your boss work on one project at atime or does he/she have many ironsin the fire?
Is your boss better with details or handling the big picture?

Is your boss constantly providing guidance or supervision or does he/she expect you to work
onyour own?

Does your boss face conflicts head on or does he/she shy away from confrontation?

What kinds of jobs does your boss have atendency to put off?

SOURCE: MJI Seminar “Youand Your Boss: A Successful Team”



R CTI

Based on the answers to the questions concerning you and your boss's
respective strengths and weaknesses, as well as your past experience,
respond to the following questions; w

What kinds of projects do you and your boss work on most effectively together?

What skills do each of you bring to those projects that make you an effective working team?
What are your greatest areas of conflict and disagreement?

Can you identify traits in each of you that cause this conflict or disagreement?

What do you fed is the greatest weakness in your relationship with your boss?

Again, can you pinpoint those traits that may contribute to this flaw in your working relationship?

Y our challenge is to develop aworking relationship that fits each of your needs and styles, by building on each
of your strengths and accommodating for each others' weaknesses.

SOURCE: MJI Seminar “Youand Your Boss: A Successful Team”



THE MAGIC FORMULA

The way you approach your boss will determine how he/she responds to you and sets the tone for YOUR WORKING
RELATIONSHIP. Recognizing your boss's preferences, communication style, and work style really will make your
interaction more productive and less stressful. Let’s see if we can come up with aformulathat might work.

List one thing you would like to change about your boss.

Now, decide how you will affect your boss' s behavior. (Check each item that may assist in the change process. )

__ When your boss does this action in a manner that you like, let him/her know by vocalizing
your appreciation. EXAMPLE: “Thanks for informing me of the changes to the agenda.”

___ Modé the behavior you would like to see from your boss. If you want your bossto let you
know when he/sheis leaving the office, then you should model that same behavior by letting

your boss know when you leave.

Explore sites on the web that have information on workplace skills.

EXAMPLE: www.andreskay.com or www. monster.com

___ Share articles or books that address building boss/employee teams. Sharing the
article with the whole staff will avoid the appearance of fingering your boss.

___If you have questions - ask! If you have suggestions - voice them! Be pro-active.
Influence the work environment by having a positive attitude.

__ Usethewords “Will you...” with your boss to communicate in a hurry and

reduce stress. EXAMPLE: Instead of “ you have to” use “ Will you have

time before you leave to sign this letter that needs to go out today?’

Meet with your boss on aregular basis (once aweek). Ask:

“ Whatis coming up next week that may impact my workload?”

__ Usea*“work-priority form” to identify completion dates.
| dentifying specific completion dates will help you both!




FEEDBACK FOR THE BOSS

Itisimportant for empl oyeesto have anopportunityto providefeedbacktotheir boss. Itisalso
important fortheboss’ sgrowthanddevel opment to hear from membersof their staff about how
their behaviorandperformanceisperceived. If youhad anopportunity to provideconstructive
feedbacktoyour supervisor / boss, howwoul dyouanswer the questions bel ow?

MY BOSS:

1. Keegps me informed about things | need to know to do my job effectively. __Yes__No
Comments:

2. Makes certain that | know what is expected of me, the priorities, and what constitutesagood job. ~ Yes  No

Comments:

3. Provides me with regular feedback about my performance. __Yes __No

Comments:

4. Interacts with me in a manner that is respectful, responsive, courteous, and reliable. __Yes __No

Comments:

5. Modéesthe kind of behavior he/she expects from higher staff. ~_Yes__No

Comments:

6. (I:Empowers me to do ajob within the identified parameters in away that motivates and energizesme. __ Yes_ No
omments:

7. Could help me most by:

SOURCE: MJI Seminar “Youand Your Boss: A Successful Team”
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10.

11.
12.

13.
14.
15.
16.
17.
18.
19.

20.

Y ou don’'t haveto like your boss, you do need to respect the position - ALWAY S! 20

. If you don’t like something, take the initiative to improve it .

Make your boss s weaknesses your strengths and offer assistance. Y ou will be
indispensable WAYS

. A positive attitude usually leads to positive outcomes. Focus on the positive.

Mode the kind of behavior you would like to see in your boss and others as well. TO
Avoid surprises. You don't liketo be blindsided. - neither does your boss.
Stay informed about the important decisions confronting your boss and discreetly E
provide your boss with any helpful information from the front lines. MOTIV AT
Don’'t expect your bossto be perfect - she/ heisas human asyou are. Accept
errors gracioudy and the favor will be returned.
The 5 most serious de-motivators for any boss are employees who are:
1) Didoya 2) Disrespectful 3) Out of control 4) Impudent 5) Undermining.
Never release information your boss has identified as confidential.
even to your best friend.
Go beyond doing your job - do what needs to be done to get the task done!
Help your boss stay organized and on top of the needed work. |f your boss looks
good, you will look good aswell.
Use discretion in interrupting your boss. Consider the timing and importance of
theissue. Give your boss an out by starting with, “Isthisagood time?’.
There' s atime and place to make comments or challenge your boss. Doing it in
front of others will make you both look bad.
Ask for clarification if you if you don’t understand atask - don’t just set it aside.
Committment to the job is more valuable than credentials.
Ask for ameeting with your bossif you have a concern and prepare your thoughts
ahead of time.
|dentify your boss's preference for communication (e-mail, written note, face-to-face
meeting) and useit.
Find ways to identify task priorities so you know which task your boss wants you
to accomplish first, second, third, etc.
Be pro-active. Let your boss know if there is something that needs immediate

. asedon*“1, ays to Motivate Yourselfan
attention Basedon “ 1,001 Ways to Motivate Yourselfand
Others” by Sang H. Kim. Published January ,1998




IN THE REAL WORLD....

We dl know thisisthe real world and that there are some bosses that require
extraordinary carefor you to be able to do your job effectively.
Let’ stk about these” problem” bosses.

Burned-Out Excessively Reti r'ed-In—Plaa

Boss Dominant Boss Boss
. Thistype of bossmay fail to Doyourecognize alack of work
T o o heel e delegateandwill makeall the energy inyour boss? Doyou see
root of muchburn-out inthe decisionspersonally. Thiscomes your bossdiscouraging new
courtsi stheonset of cynicism fromthefear of losingcontrol . projectsandprovidinglittle
' Y oumay findthat thisboss does direction?Doeshe/shecomein
notlistento othersandisquickto late and leave early?
point out failuresinhis/her staff.
To work with this type of boss: To work with this tvbe of boss: To work with this tvpe of boss:
[(ﬁg\lfvrr}]%v\)/vlyeggre égi;?:} gﬁgg . -Communi cateaccordingtoyour -Findout what interestedyour
abouthis/herjob. boss preferences. bossinthe past.
i : - Examine any doubtsyou may - Encourageyour bossto permit
re%ffsééﬁbTﬁlt?éAztgaTazrgjar;it o have about your own competence. youtopursueprojectsthat will
easgtheload x4 It might not be you. notrequiremuchfromhim/her.
- Provideleadership. If burn-out - Y oumay choosetotalkto your - DoNOT go over the boss s head

: , bossabout what he/she fearsand topursueaproject. Youwill only
Iesn(c::?)lijsrzg 23{; frréjr;ste\r/\;agé)% Cuj about givi ngyoumorefreeW undermine/ourself. J
' act.

BASED ON: “ CommunicatingEffectivelyWith The Bosshttp://web.csuchico.edu/~noah/




IN THE REAL WORLD....

(continued)

Fearful
Boss

Thisboss senergy isspent on
mai ntai ning the status quo. He/
shedoesnot providemotivation
toseekout newchallenges
becauseof therisktheyrequire
andoftenusestraditionasa
shieldtowardoff any change.

To work with this tvpe of boss:

- Examinethe sourceof thefear.
Isitinternal or external ?

-Prove your competencetoyour
bossprojectbyproject. Discuss
your successeswithyour boss.

- Anticipateand addressthe

boss' sfears. Do not discount
them. Assurehim/her that you
can handle the task.

Substance
Abusing Boss

Thistypeof bossrequiresmore
assistancethanyoumay beable
toprovide.

When dealing with this type of
boss:

-Makesureyoudocument your
suspicions.

- Determinethebest personinthe
organizationwithwhomyoucan
discussthe problem. It may be
yourboss' ssupervisoror perhaps
apersoninHumanResources.
Requestconfidentiality.

BASED ON: “ CommunicatingEffectivelyWith The Bosshttp://web.csuchico.edu/~noah/

Sexual
Harrassing Boss

Again,thistypeof bossrequires
speciabssistance.

When dealing with this type of

boss:

- Donotwait to take action.
Report theveryfirstincident.

-Document,document,document
allsituationswheresexual
harrassmenthasoccured.

- Identifyapersoninthe

organizationwithwhomyoucan
@aheprobl em.




IN THE REAL WORLD....

(continued)

Again,thistypeof bossrequires
speciabssistance.

When dealing with this type of
boss:

-Documenteachinstance
observed.

- Do not complywithunethical
orders.

- Determinethebest personinthe
organi zationwithwhomyoucan
discussthisssue.

-Itmay be necessaryto consider
@gyour position. J

It isthe god of every organization to maintain a
professional, comfortable, and productive work
environment free from bias, harassment, and any other
behavior that has negative impact.

If you are experiencing behavior from your boss that is
Inappropriate in any way, it is necesssary for you to take
action.

1) Speak to your bossfirst about your reaction to
higher actions.

2) If the action continues and you have an Employee
Handbook, refer to it for procedura advice.

3) If you have a Human Resources Division, ask for a

confidentia appointment to discuss the inappropriate
behavior.

BASED ON: “ CommunicatingEffectivelyWith The Bosshittp://web.csuchico.edu/~noah/



/ There are two ways \
of exerting
one's strength:

one is pushing down,

the other is pulling u

\\ Booker T. Washi ng’ro/
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Dear Wanda,\

Lutters From The Wiskplocs

Dear Wanda:

I’m used to bosses who leave me alone but my new bossis
apan. She aways wantsto know what I’'m doing and all
of her questions dow me down.

Always Touching The Brakes
Dear “Brakes’:

Maybeyour boss' sinquiries have more to do with her
being “new” than they do with checking up onyou! I'd be
willing to bet that sheistrying to learn more about her

new environment and sheis looking to you to help her
understand your responsibilities in the office.

Be patient with your new boss. Allow her sometimeto
learn. If the questions continue you may just want to
mentionyour concernsto her inapositive way - “I'm
happy to answer any questions you have but it is
challenging for me to complete my work with so many
interruptions. Could we find atime to sit down and talk
about this at a later date?’

Dear Wanda:

| battle constantly with my boss. 1I'm growing weary of
this. What can | do to ease the tension?

Ready foraTruce
Dear “Truce’:

Solving conflicts can be challenging. Your goa should
be to start adiadogue. Only by talking will you
eventualy reach an agreement.

Y ou may want to sart the dialogue with “1 fed like our
work relationship is a constant battle. Can wefind a
time to Sit down and talk about this?’

Whenyoudo tak, use“Whenyou.....I" statements such
as-“When you don't give me atimeline, | takeit to
mean that there is no hurry.”

BASED ON: “WorkingWounded” (Warner, 1998) by
BoRosnenwww.workingwounded.com
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Dear Wanda,\

Lutirs Foom The Wisklace

Dear Wanda:

| have tried talking to my boss about things that are
on my mind but he never seemsto listen to me.
What am | doing wrong?

Slent in Sedttle
Dear “Slent”:

In order to get through to your boss, you need to:

1. Pick theright time - Bosses are people too and
they have times when they are receptive and
times when they are not. Choose thetimeto
approach your boss when he/sheisin agood
mood and unhurried.

2. Figure out ahead of time precisaly what you are
going to say and how you are going to say it.
Choose your words with care.

3. Decide before you see the boss what you yourself
would recommend if you were in her/his shoes.
Bosses vadue staff who offer solutions.

4. Outline your ideas on paper and give your boss a
copy - that way he/she has awritten outline.

5. Listen carefully to your boss' s response.

You may not get a clear answer right away. If
you get a“maybe’, find atimeto tollow-up at a
later date.

Dear Wanda:

My boss keeps piling on the work and he always wants
it done yesterday! | can't handle everything he gives
me and keep my sanity too. How can | tdll him it isjust

too much?
Oveworked & Tired
Dear “Overworked”:

Identifying prioritiesis amust in the workplace. Some
offices use an “office Priority Form” which is basicaly
asheet of paper that lists the tasks to be done and the
dateit needsto bedone by. The work task is then
prioritized based on the due date.

If you find you have multiple tasks due on the same day
and it isimpossible to complete al of them, take those
tasks to your boss and say,” There are three things that
you have requested to be completed by Friday. Because
of the size of the tasks, | may not be able to get al three
completed. Whichtask should be completed first?’

The priority form can befilled out by your boss OR you
can fill it out based on the information he gives you
always noting a date to be completed.

BASED ON: “WorkingWounded” (Warner, 1998) by
BoRosnenwvww.workingwounded.com



PEOPLE WORK EFFECTIVELY WITH
THEIR BOSSES WHEN THEY ...

(Use the chart below to transform the numbers into letters)

1. Seek out information about their boss's

; , and
(20-12-26-15-8) (11-9-12-25-15-22-14-8) (11-9-22-8-8-6-9-22-8)
2. Are for opportunities to inquire about workplace issues with their boss.
(26-15-22-9-7)
3. Pay tothecluesrevealedintheir boss sbehavior.
(26-7-7-22-13-7-18-12-13)
4. Are totheboss swork style.

(8-22-13-8-18-7-18-5-22)

OANBUES 7 ULONLBIEE 1BE ¢
sarssaud sus ook Seob T YRMSNIY



A talk with the boss -

CHECKLIST FOR SUCCESS

There comes atime in every employee's life when there' s just no getting around atalk
withthe boss. Maybe you need to talk about a problem co-worker negotiate aleave of
absence during abusy season, or ask for additional resources for your job. Whatever

he topic, it's easy to be intimidated and to feel somewhat awkward in taking the
nitiative. The key isto plan ahead. Hereis achecklist that will help you to attain success.

1) Is your boss the appropriate person? Yes No

WORKPLACEPERSONALITIES
Difficult people seem to exist everywhere - both in and out of the workplace.
If your issue is with aco-worker (other then your boss), it is appropriate for you to address the problem
with that difficult persondirectly before going to your boss. How do you do that?
Perhaps, "Mary, | fed asif we are causing each other some frustration. When would be a good time for us
to talk about how we might resolve this problem? (Use lots of "we'!)
If the problem persists, then talk with your boss.

2) Is your boss open to hearing concerns/criticisms? Yes No
MOST BOSSES WEL COME INPUT
Most people believe that if they present a concern / criticism to their boss that there will be
negative repercussions and therefore they zip their lip. While it's true that there can be
backlash occasionally, it is generally the exception. Most bosses - especialy effective bosses -
welcome congtructive criticismif it is presented at atime and in amanner that is  gopropriate.

3) Is the time you chose appropriate? Yes No
DON'T SET UP AN AMBUSH!
Thelast thing you want is for your boss to feel ambushed or criticized in public.
Doing so reflects poorly on both of you. Make sure you schedule an appropriate time
and place to meet that allows each of you time to prepare for the meeting and reflect on the issue at hand.




¥ CHECKLIST FOR SUCCESS (e

4) Is the manner in which you are planning to approach the issue respectful?
___Yes No

RESPECT THEPOSITION
Y oudon't haveto likeyour boss. Y ou do need to respect the position.
Y our boss will be more receptive to your input if he/she hears a request rather than a demand.
Provide only factual information, identify your concern,

AND present a possible solution in a cam, conversational tone of voice.

5) Is the solution you plan to present a win/win situation? Yes No
NOBODY WINS UNLESS EVERYBODY WINS
The first step in identifying a solution is to find one that alows everyone involved to fed asif
they gained something in the solution. It might not be everything they wanted, but it is better than it was. Don't forget
your bossin this process! What will he/she gain from the solution you present?

6) Are you planning to ask for a follow-up meeting? Yes No
DON'T EXPECT AN ANSWER IMMEDIATELY
Giveyour boss time to reflect on the issue as well as the solution you suggested.
He/she may not be able to give you a definite answer right away. There
may be other people who need to be consulted prior to any decision making.
Before you leave the meeting, ask your boss when a good time
would be to follow-up.

Basedon: “HowTo Criticize YourBoss”
byAndreaKay www.andreakay.com



STORY
OF THE "KOT"

Thisisthe story of the Japanese carp, otherwise known asthe Koi. A Koi isknown for
its seemingly unlimited potential for growth. Out inits natural habitat, a Koi has been
known to grow as large asthreefeet in length. If, however, you put aKoi in asmall fish
bowl, it will only grow to be two or three inches long.

That’ sthe way it works with people aswell. Our emotional and mental growth is
proportionate to the size of our world. If we contain ourselvesin small ways, our
emotiona and mental growthis stifled. If we create awork space that is positive,
nurturing and fosters new opportunities, our potential for growth is unlimited.

Each of us needsto take ownership in creating the space in our world. We need to
exercise our initiative in fostering positive relationships, including the relationship we
have with our boss. Be pro-active - especidly if you are unhappy with your present
situation - and take the initiative to improve it.

BASED ON: “Expand YourCareer By Expanding Your Mind”
By Harvey Mackay, Employment Times , July 24, 2001
www.employmenttimes.com



Additional Resources

CAREER CENTER: www.monster.com

MANAGEMENT LIBRARY: www.mgmtlibrary.com
EMPLOYEMENT TIMES: www.employmenttimes.com
PERFORMANCE TRAINING CORPORATION: www.ptcteam.com
MARTINDALE & ASSOCIATES: www.bobmartindale.com
SEEKING SUCCESS: www.seekingsuccess.com

| HATE FILING! CLUB: www.ihatefiling.com

IVILLAGE: www.ivillage.com

SMARTBIZ: www.smartbiz.com

FAST COMPANY: www.fastcompany.com

CAREER BUILDER: www.careerbuilder.com

HOUSTON CHRONICLE: www.houston.webpoint.com
EMERGIT: www.emergit.com

LEADERS DIRECT: www.leadersdirect.com
WORKOPOLIS: www.workopolis.com






